Screen snapshots for PAGE Online Help for SEP QPR Data Entry
SEP Quarterly Performance Report - Activity Status Information

To enter activity status information:

1. Click on the Edit button

Status: Active % of Work Complete: u]

Description - _ - - Yy

Planned Start Date: 4/ 20/ 2009 Planned End Date: 43072012
Planned Outays: $30,000.00

- Edit

2. You can edit the activity status and the % of work complete

Edit Activity Status

s ek CompIEte: @

| Save | Cancel

Status: active, completed, or dropped
% of Work Complete: Amount of the activity that has been completed.

3. When you are finished, click the Save button

Edit Activity Status




Milestones

A milestone is any step necessary to successfully complete the activity.
On this page:

Add a Milestone
Edit a Milestone
Delete a Milestone

Add a Milestone

1. Click on the Add button

Milestones
04/01/2011 - 0&8/30/2011 In-process (Climate Change and Climate Cutreach)

[ d 0D |

Planned Previously Actual  Actual A_mo.unt

Conduck public outreach and engagernent to refine
government operations and comrnunity plans i0 4 a 4|4

Cornplete final Climate Action Plan and begin
implermentation 1 o o ol/

2. Enter data into the fields. Planned start/end date, amount, and description fields are required. Click the Save button when finished.

Add Milestone Information

Description:




Edit a Milestone

1. Once in your Performance Report, click on the pencil icon next the milestone you want to edit

Milestones
040172011 - 0&/30/2011 In-proceszs (Climate Change and Climate Outreach)

Milestone(s)

Actual Actual Amount

I . | Planned Previously i |

Zonduct public outreach and engagement to refine

government operstions and community plans 10 4 0 4|7
Complete final Climate Adction Plan and begin ’
implementation 1 o 0 o/

Milestone Editing Restrictions:

» For milestones that are newly entered in a report that has not been submitted, all fields can be edited and the milestone can be
deleted

« For milestones from previous quarter reports, you can only enter the actual amounts (start date, end date, and amount). You
cannot delete this milestone.

2. Edit or add data and then click the Save button

Edit Milestone Inform ation

Flanned amount: 15000
Description: Milestone info...

‘ ,_ Save I | Cancel |




Required Metrics

On this page:

Financial Metrics
Obligations
Add Metric ltem
Enter Obligations Amount
Process Metrics
Add a Process Metric to your Performance Report
Enter or Edit an Amount for a Process Metric

Financial Metrics

1. Click on the edit icon in the action column

Financial Metrics

; Duays

-Iiecipient e L s
Federal 40,00 $0,00 _,'-

Total Outays : $0.00 $0.00 $0.00

2. Enter the amount for this quarter and click the Save button

Financial Metrics

Total Cumulative m

Days

Recipient e
Faderal $0.00 ( $150,000.00] ) $o.00 |
Total Dutays : $0.00 ""‘""——-W'.'h"ﬂ $0.00

) 575 =R

3. Your outlays will be displayed as seen below

Financial Metrics




Process Metrics

Add a Process Metric to Your Performance Report

1. Click on the Add button

Process Metrics

Other [ ADD |

Other: Cther Yalue »
Gither, [Aadrinizstration) [count] 02020 000004

2. Select the metric area, metric, enter the amount, and click on the Save and Close button

** To add more Process Metrics without leaving the Metric Wizard, click on the Save & Add More button

; :

= )
Add Metrics =

Metric Area: | Technical Assistance ~|

Metric: | Energy management staff hired v
Number of sustainability officers or energy managers hired {count) ; l:l

| Sawe & Add More || Save & Close || Close Window

<

o | |

|3

3. Your metric will be displayed as seen below

Process Meirics

| Other [ A0 ]
: [
|Other !Other. othien !Value {count) | 0.0DOOI | 0.0000)

I&drninistration




